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COMMONWEALTH OF PENNSYLVANIA
DEPARTMENT OF PUBLIC WELFARE
OFFICE OF GENERAL COUNSEL

3 FLOOR WEST, HEALTH & WELFARE BUILDING SDMS DociD 2001262
SEVENTH AND FORSTER STs
HARRISBURG, PENNSYLVANIA 17120
TELEPHONE: 717-783-2800

STEPHEN E. GORKA FAX: 717-772-0717

ASSISTANT COUNSEL
October 21, 2002

Ms. Carlyn Winter Prisk

U.S. Environmental Protection Agency
Region 111

1650 Arch Street

Philadelphia, PA 19103-2029

Re: Lower Darby Creek Area Superfund Site

Dear Ms. Prisk:

On August 14, 2002, the Pennsylvania Department of Public Welfare (“"Department™)
received a request from the Environmental Protection Agency for various information and
records pertaining to waste, including hazardous waste, that Haverford State Hospital generated,
stored or disposed of during the years 1958 to 1976. Although Department personnel
extensively searched all existing records, they were unable to locate much responsive
information. Since the Hospital was closed in 1998 and given that most of the records sought
were for the period of 1958 to 1976, this result is not particularly surprising. The Department
will continue to search its records for information that s responsive to your requests, and [ will
provide you and Brian Nishitani, Esquire, with an update in approximately two weeks.

Please do not hesitate to contact me if [ can be of further assistance.

Very truly yours,

Stephen E. Gorka
Assistant Counsel
Department of Public Welfare

Enclosure



Response of the Pennsylvania Department of Public Welfare
to the Questions of the U.S. Environmental Protection Agency
Relating to the Haverford State Hospital Set Forth in Enclosure F

Note - as directed, the number of each response corresponds to the number of each
Environmental Protection Agency question (or question subpart).

1. The mailing address of the Pennsylvania Department of Public Welfare
(“Department”) is 3" Floor West, Health and Welfare Building, 7™ and Forster Streets,
Harrisburg, PA 17120. The telephone number for the Department’s Office of General
Counsel is 717-783-2800.

2. Haverford State Hospital (“HSH”) was a state-operated mental hospital during the
period of 1958 to 1976. As such, it provided care and treatment for mentally ill
individuals. HSH ceased all operations as of June 19, 1998.

3. The Department’s Bureau of Human Resources found no organizational charts or
other personnel records relating to the 1958 to 1976 period that are responsive to this
question. It is believed that all records, documents and information pertaining to this
question were disposed of pursuant to the Department’s Records Retention and
Disposition Schedules. (See Attachment A).

4a.-b. The Commonwealth of Pennsylvania Department of General Service (“DGS™)
owns the grounds and buildings of HSH. The Department is and was the state agency
responsible for the operation of HSH from 1958 to June 19, 1998, when HSH ceased
operations. The Department remains responsible for security and maintenance at the
vacant site.

4c.  Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
so far found few records that are responsive to this question. It is believed that all
records, documents and information relating to this question for the 1958 to 1976 period
were disposed of pursuant to the Department’s Records Retention and Disposition
Schedules. (See Attachment A). Moreover, the Department was unable to confirm when,
or even if, HSH ever disposed of any hazardous waste or materials. The Department did
locate an inventory of materials defined as hazardous that were at HSH at the time it
ceased operations. (See Attachment B). Since HSH’s closing, some of these items were
transferred to other Department facilities for their use, and the Department is currently
seeking a contractor to properly dispose of the remaining materials.

5a.-b.  Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
found that no records that are responsive to this question. In addition, no organizational



charts or other personnel records regarding the custodian of such documents from the
1958 to 1976 period could be located. It is believed that all records, documents-and
information pertaining to this question were disposed of pursuant to the Department’s
Records Retention and Disposition Schedules. (See Attachment A).

Sc. With the exception of the documents attached by the Environmental Protection
Agency to its August 9, 2002 letter to the Department,' Department personnel, after
reviewing existing safety and environmental program records and existing records that
were removed from HSH after it ceased operations, could find no records regarding the
transportation and disposal of any hazardous wastes or substances that are responsive to
this question. It is believed that all records, documents and information pertaining to this
question were disposed of pursuant to the Department’s Records Retention and
Disposition Schedules. (See Attachment A).

6. Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
found no records that are responsive to this question. It is believed that all records,
documents and information pertaining to this question were disposed of pursuant to the
Department’s Records Retention and Disposition Schedules. (See Attachment A).
However, HSH, although licensed as a hospital, was a long-term care, residential facility.
As such, many of the landfill waste streams typical to hospitals (i.e., chemo-therapeutic
wastes) would not apply. The substances defined as “hazardous” used or stored at HSH
would be primarily limited to household type substances. (See, e.g., Attachment B).
Moreover, as noted, the Department was unable to determine if HSH ever disposed of
any hazardous waste or materials.

6a.- f.  Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
could find no records that are responsive to this question. It is believed that all records,
documents and information pertaining to this question were disposed of pursuant to the
Department’s Records Retention and Disposition Schedules. (See Attachment A).

7a.- f.  Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
could find no records that are responsive to this question. It is believed that all records,
documents and information pertaining to this question were disposed of pursuant to the
Department’s Records Retention and Disposition Schedules. (See Attachment A).

' These documents are three local purchase proposals for HSH trash and garbage removal completed by
Tri-County Hauling, Calgon Hook Rd, Darby, PA 19023. These proposals are dated March 18, 1970,
March 1, 1971 and March 13, 1974.



8a.-e., 8g.-v. Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
could find no records that are responsive to this question. It is believed that all records,
documents and information pertaining to this question were disposed of pursuant to the
Department’s Records Retention and Disposition Schedules. (See Attachment A).

8f.  The Environmental Protection Agency has attached documents to its August 9,
2002 letter to the Department that show that Tri-County Hauling submitted local
purchase proposals to the Department to bid on a contract to remove trash and garbage
from HSH. The Department could not locate any other records, documents or other
information pertaining to any contract(s) between the Department and Tri-County
Hauling. It is believed that all records, documents and information pertaining to this
question were disposed of pursuant to the Department’s Records Retention and
Disposition Schedules. (See Attachment A).

9a.- 1. Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
could find no records that are responsive to this question. It is believed that all records,
documents and information pertaining to this question were disposed of pursuant to the
Department’s Records Retention and Disposition Schedules. (See Attachment A).

10a.- c. Department personnel reviewed existing safety and environmental program
records, the records that were removed from HSH after it ceased operations and
personnel records but could find no records that are responsive to this question. It is
believed that all records, documents and information pertaining to this question were
disposed of pursuant to the Department’s Records Retention and Disposition Schedules.
(See Attachment A).

11a.-e. Department personnel reviewed existing safety and environmental program
records, the records that were removed from HSH after it ceased operations and
personnel records but could find no records that are responsive to this question. It is
believed that all records, documents and information pertaining to this question were
disposed of pursuant to the Department’s Records Retention and Disposition Schedules.
(See Attachment A). To the extent that this question also requests any such records for
the post 1976 period, after reviewing existing records, the Department found no
documents or records that show that materials were ever disposed at, or treated at,
Clearview, Folcroft, Folcroft Annex or other areas of the Site.

12a.-d.  Department personnel reviewed existing safety and environmental program
records, existing records that were removed from HSH after it ceased operations and
personnel records but could find no records that are responsive to this question. It is
believed that all records, documents and information pertaining to this question were
disposed of pursuant to the Department’s Records Retention and Disposition Schedules.



(See Attachment A). To the extent that this question also requests any such records for
the post 1976 period, after reviewing existing records, the Department found no
documents or records that show the Department, HSH, or any other company or
individual ever spilled or caused a release of any chemicals, hazardous substances, and/or
hazardous waste, and/or non-hazardous solid waste on any portion of Clearview, Folcroft
and Folcroft Annex or any other portions of the Site.

13. The Department’s Bureau of Human Resources found no personnel records that
were responsive to this question. It is believed that all records, documents and
information pertaining to this question were disposed of pursuant to the Department’s
Records Retention and Disposition Schedules. (See Attachment A).

14. Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
found no documents or records showing that any person or entity acting on behalf of the
Department ever conducted any assessment or investigation relating to contamination of
Clearview, Folcroft, Folcroft Annex or other areas of the Site.

15. Department personnel reviewed existing safety and environmental program
records and existing records that were removed from HSH after it ceased operations but
found no documents or records containing information about other parties who may have
information which may assist the Environmental Protection Agency in its investigation of
the Site, including Clearview, Folcroft and Folcroft Annex, or who may be responsible
for the generation of, transportation to, or release of contamination at the Site.

16a. The person answering these questions on behalf of the Department is Michael
Breen, Safety and Environmental Program Manager, Division of Facilities and Space
Management, Bertolino Building, 1401 North 7t Street, Harrisburg, PA 17105,
Telephone # 717-772-2077.

16b. Please direct future correspondence to Stephen E. Gorka, Assistant Counsel, 3r
Floor West, Health and Welfare Building, 7" & Forster Streets, Harrisburg, PA 17120,
Telephone # 717-783-2800.

17. Those requested documents that are no longer available, assuming that they ever
existed, were too old to be retained pursuant to the Department’s document retention
policy, and were destroyed.

17a. The Department’s Records Retention and Disposition Schedules are attached in
their entirety. (See Attachment A). The pertinent Disposition Schedules have been
tabbed for your convenience.



17b. After reviewing its records pertaining to HSH, the Department was unable to
find any records about the method or approximate date of the destruction of any pertinent
documents that may have existed.

17c. After reviewing its records pertaining to HSH, the Department could not find any
no records pertaining to the contents, or even the existence, of these documents.

17d. Prior to its closing, the HSH Safety Manager would have been responsible for
the retention of any documents relating to the handling, generation, storage, treatment,
transportation or disposal of any hazardous substance or waste, or other waste, at HSH,
and that individual would have produce the requested documents if they existed.

HSH’s last Safety Manager was Anthony Varrassi, 110 West Arch Street, Fleetwood, PA
19522, 610-944-9113.

After HSH ceased operations, all documents were transferred either to the
Norristown State Hospital or to the Department’s Division of Facilities and Space
Management. The individual directly in charge of HVHS’s closing and the document
transfer was Mr. John Drabowski (retired), 89 Austin Drive, Holland, PA 18966.

Any documents relating to the handling, generation, storage, treatment,
transportation or disposal of any hazardous substance or waste, or other waste, at HSH
were transferred either to the Safety Department at Norristown State Hospital or to
Department’s Division of Facilities and Space Management. The current Safety Manager
at Norristown State Hospital is Mr. Nelson Landon, Norristown State Hospital, 1001
Sterigere Street, Norristown, PA 19401. The Safety and Environmental Program
Manager is Michael Breen, Bertolino Building, 1401 North 7™ Street, Harrisburg, PA
17105.

The Department has been unable to locate records showing who would have been
responsible for the destruction of the requested documents from the 1958 to 1976 period.

Department’of Public Welfare
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Commonwealth of Pennsylvania

\
(GOVERNOR'S OFFICE
MANUAL
Number:
Persannel Records Retantion and Disposition Scheduls M505.4
Amended

March 24, 1993

o

Distnbuton: By Dwech .
Special
h L , Sacretary of Administration

4

Resolution RE-80—122 dated June 22, 1990,

established general personnel records retention and
disposition schedule covering personnel records.

Section 709(k) of The Administrative Code of 1929
authorizes the disposal of files or correspondence,
reports, records, or other papers which are not needed
for current or anticipated future operations.

This manual includes a general records retention
and disposition schedule for personnel records which
is to be followed by personnel offices.

All general personnel records retention and dis-
position schedules previously issued are hereby
rescinded.

Any questions relative to this manual are to be
directed to the Bureau of Personnel, 787-5966.

This manual supersedes MS505.4 dated June 22, 1990,
Revision No. 1 dated October 3, 1990, and Revislon
No. 2 dated April 7, 1992.

¢
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INTRODUCTION

, The General Personnel Records Retention and Disposition Schedule provides Commonwealth of
Pennsylvania agencies with guidelines for the maintenance of common personnel records. While the
retention and disposition schedule is not all inclusive, many of these records are normally used and
maintained in agency Personnel Offices. The schedule was prepared by the Office of Administration,
Bureau of Personnel, and the Pennsylvania Historical and Museum Commission, Bureau of Archives
and History, with the purpose of: '

« providing agencies with uniform guidelines for the retention and dispo-
sition of common personnel records;

« ensuring that agencies retain personnel records as long as needed for
administrative, legal, collective bargaining, and fiscal uses;

« promoting cost—effectiveness of the records management program;
and

« providing agencies with authorization to dispose of obsolete records on
a regularly scheduled basis after minimum retention periods have been
met.

The retention schedule is in two pans; Part One comtains standard records (STD) and Part Two
contains miscellaneous records such as Civil Service (SCSC) and various benefits records. NOTE:
State Employes' Retirement System originated forms are not included in this schedule.

The schedule includes the following information:

« form number;

form title;

distribution;

retention period (in years);
« series tem number (for records management identification).

Recommended record retention periods are listed in years, from date of form completion, except
where otherwise noted. Guidelines are made for retention of certain records in employe Official Person-
nel Folder (OPF), Form STD-301. Correspondence affecting an employe's career such as appoint-
ment, promotign/demotion, salary change, transfer or recognition should also be maintained in the Offi-
cial Persannel Folder.

Agency Personnel Officers can distribute records to their field facilities and bureaus as
needed. However, auxiliary records maintained on employes at these locations should be destroyed
after termination or transfer to another agency. Records under legal review, appeal, or study are
exempt from this schedule. Additional procedures for the maintenance, access, and release of person-
nel information are included in Management Directive 505.18, Maintenance, Access, and Release of
Employe Information. For assistance with the interpretation or use of this schedule or with related
records management problems, please contact the Office of Administration, Bureau of Personnel, tele-
phone 787-53966.

DPW ADMINISTRATIVE MANUAL
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PERSONNEL RECORDS RETENTION SCHEDULE

PART ONE: STD FORMS

State
Agency Records  Serles
Form 4 Retention Center tem
Number Form Title Distribution (Years) (Years) Number
STD-2 Overtime Equalization Agency Personnel 4 P-125
Worksheet
STD-50 Identification Card Employe . P-126
*Return to Personnel
upon termination from
Agency for destruction.
STD-142 Affidavit to Procure Comptroller * 6 P-127
Salary, Wages, Benefits, Treasury 2 5
or Travel Expenses Due Auditor General 4 3
Deceased Employes Agency Personnel OPF Perm
*One year or audit and
acceptance, whichever is
longer.
STD-275 Signature Authorization Agency Personnel * P-128
Treasury *
Comptroller *
*Until superseded. DGS, Purchasing *
STD-276 Designation of Emergency  Agency Personnel  OPF Current P-129
Interim Successor To State
Officers
’
STD-279 Out-Service Training Employe - P-130
Authorization Comptroller Accing * 3
Comptroller Pending b
*One year or audit and Auditor General 4 3
acceptance, whichever Agency Personnel 3

is longer.

**Until finalized. -

DPW ADMINISTRATIVE MANUAL
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Form
Number

Form Title Distribution

Agency
Retention
(Years)

State
Records
Center
(Years)

tem
Number

STD-281

Selt-Assessment of Agency Agency Personnel

Personnel Management

Programs

Current

P-131

STD-282

CWEP Summary Report Agency Personnel

P-132

STD-300

Application for Non—Civil
Service Employment

Agency Personnel
Div State Empl

OPF Current
1

P-1

STD-301

Official Personnel Folder Agency Personnel
*60 days aiter separation from

state service, send to SRC; if

employe is 75 years of age or

more, retain at agency for four

years.

“*Maintain until former
employe’s 75th birthday,
then destroy.

P-79

STD-305

Training Record Agency Personnel

*Place in OPF upon
separation or transfer.

Pemm *

P-135

STD-312

Application Transmittal Agency Personnel

P-136

STD-31341

Requirements for all
Former Public Employes
and Public Officials Under
Act 170, Pennsylvania
State Hthics Act

Agency Personnel

P-137

STD-314

Act 170, Financial Agency Personnel
Disclosure Appeal Form Employe

OPF 4

P-138




State

Agency Records  Series
Form Retention Center tem
Number Form Title Distribution (Years) (Years) Number
STD-315 Performance Evaluation Employe - P-4
Report Agency Personnel OPF*
' SCSC -
“Three most recent
annual reports.
**SCSC requires end of
probationary, extended
probationary, and all
unsatisfactory reports.
NOTE: STD-315is used
to rate Attorneys only.
STD-318 Pre—Employment Agency Personnel Current P-139
Veriﬁcazon -
STD-318  Document & in Audit— Agency Personnel 4 ' P-140
Clerical (CAM)
STD-320 Personnel Transter Agency Personnel OPF Perm P-80
Request SCSC .
Div State Empl 1
*File with SCSC-1. Losing Agency -
‘Gaining Agency *
**Six months following Employe -
date of transter.
STD-322 Exit Information Summary  Agency Personnel P-141
STD-322.1 Exit Questionnaire Agency Personnel 4 P-142
STD-323 Code of Conduct State— Agency Personnel 4 P-143
ment of Financial Employe -
Interest
STD-324 Employe Performance Employe - P-144
Evaluation Report Agency Personnel OPF*
SCSC -
“Three most recent
annual reports.
**SCSC requires end of
probationary, extended
probationary, and all
unsatisfactory reports.
a DPW ADMINISTRATIVE MANUAL
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Agency  Records ' Series

State

whichever is longer.

Agency Personnel

Form ‘ Retention Center ftem
Number Form Title Distribution (Years) - (Years) Number
STD-325 Oral Interview Agency Personnel 4 P-145
STD-326 Management, Supervisory, Empioye - P-146
and Professional & Techni-  Agency Personnel OPF *
cal Performance Evaluation SCSC -
Summary Report
*Three most recent annual
reports.
**SCSC requires end of
probationary, extended
probatiorary, and all
unsatisfactory reports.
_ %
STD-326A Perfors¥.nce Objectives Employe - P-147
Agency Personnel OPF *
*Three most recent
reports.
STD-326B Performance Factors for Employe - P-148
Managers/Supervisors Agency Personnel OPF*
*Three most recent reports.
STD-326C Performance Factors for Employe - P-149
, Non-Supervisory Profes—  Agency Personnel OPF *
sional and Technical
*Three most recent reports.
STD-328 Leave Adjustment Employe - P-150
Authorization Timekeeper 4
STD-328 Leave Payment Treasury 2 5 P-151
Authorization Treas/Auditor Gen 4 3
Comptrolier o 6
*One year or audit, OPF




State

Agency Records ries
Form - Retention Center tem
Number Form Title Distribution (Years) {Years) Number
STD-330 Request for Leave Timekeeper ' * P-12
Approving Authority ’
*Maintain for 80 Employe -
days into the next
calendar year.
STD-334 Request for Reimburse— Agency Personnel 4 P-152
ment of Applicant’s Travel
Expenses
STD-335 Request for Special Agency Personnel’ OPF 4 P-153
Extension of Sick Leave ‘
STD-C336 Record of Absence Agency Personnel OPF 4 P-154
STD-338 Request for Dual Agency Personnel OPF* P-155
Employment Employe -
*For duration of dual
employment status; it
denied, retain one year.
STD-344 Employer's Report of SWIF - P-156
Occupational Injury or Workers' Comp -
Disease Agency Personnel OPF Pemm
Medical Office -
Employe -
STD-349 Workers' Compensation Agency Personnel 4 P-157
Claim Petition Status Sheet
[ 4
STD-350 Conditions for Continued Agency Personnel * P-221
Employment Information OA, SEAP 4

and Consent Form

*Maintain for one year following
notification from SEAP Central

Coordinating Office that the
employe has successfully
campleted treatment.

DPW ADMINISTRATIVE MANUAL
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State

Vi,

R Agency Records ySeries
Form Retention Center ftem
Number Form Title Distribution (Years) (Years) Number
STD-354 Financial Institution Agency Personnel  OPF Current P-80
Deduction Authorization Empioye -
Financial instit -
STD-355 Supplementary Employment Agency Personnel Current P-158
Request Employe -
STD-356 Supplementary Employment Agency Personnel Current P-159
Agency Notification Employe -
STD-357 Supplementary Employment Agency Personnel Current P-160
Request for Review Employe -
STD-360B Personnel Authorization Treasury 2 5 p-22
Treas/Auditor Gen 4 3
*One year or audit, Comptroller . 6
whichever is longer. SCSC 1 3
Div State Empl 1
Agency Personnel 1
STD-362 Temporary Assignment in Treasury 2 5 P-5
Higher Classification — Treas/Auditor Gen 4 3
Time Record Comptrolier * 6
Agency Personnel OPF Perm
*One year or audi,
whichever is longer.
STD-364 Personnel Authorization Treasury 2 5 P-161
Addendum Treas/Auditor Gen 4 3
Comptroller ¢ 6
*One year or audit, SCsC 1 3
whichgver is longer. Div State Empl 1
Agency Personnel 1
STD-370 Job Description Agency Personnel Current P47
Employe -
STD-375 Complement Authorization ~ Agency Personnel 1 P-109
Request Office of Budget 4
‘ OA, Personnel 1
Div State Empl 1




State
Records gem

Agency
Form Retention Center Rem
Number Form Title Distribution (Years) (Years) Number
STD-377 Report of Maintenance Agency Personnel  OPF Current P-6
Charges -
STD-399 Earned Income (Wage) Agency Personnel  OPF Current P-81
Tax Questionnaire
 STD—400  Application for Member-  SERS, Acctng Div Perm P-3
ship — State Employes' Agency Personnel OPF Perm
Retirement System Comptroller Current
STD-402 Nomination of Bene— Employe - P-162
ficiaries — Siate Employes’ SERS 1 7
Retirement System
*After one year, mainiain
on microfilm.
STD—402.1 Nomination of Bene— Employe - P-1863
ficiary(ies) (bnef version) SERS 1° 7
*After one year, maintain
on microfilm.
STD404 Invoice—State Share of Auditor General 4 3 P-164
Group Life Insurance Comptroller * 6
Premiums Cen Svcs Comptrolier :
Employe -
*One year or audit and
acceptance, whichever
is longer.
STD-410 Applicat®n for Refund Employe - P-165
of Member's Contributions  SERS 1° 7
and Interest
“After one year, maintain
on microfiim.
STD-415 Service and Salary Record  Agency Personnel OPF Perm P-166
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State

Agency Recordsy Series
Form : Retention Center Rem
Number Form Title Distribution (Years) (Years) Number
STD—421 Notification of Member's Employe ' - P-1€7
Change in Status — State  SERS 1°* 7
Employes' Retirement
System
*After one year, maintain
on microfiim.
STD430 Report of Incident/ DGS, Risk & Ins Mgmt 2 P-168
Accident Agency Personnel 4
STD—431 Disability Information Agency Personnel OPF * P-169
Request
*Retain four years or
until case is closed,
whichever is longer.
STD-432 Union Dues Deduction Agency Personnel OPF Current P-4
Status
STD439 Request for Salary/Wage Treasury 2 5 P-170
Advancement Comptroller Pending *
Comptroller Payroll 1
*Until finalized. Compitroller Acctng e 6
Agency Personnel 1
**One year or audit and
acceptance, whichever
is longer.
STD-441 Autharization for Direct Agency Personnel OPF Current P-171
Depasit of Pay Employe -
, Financial Instit -
STD-447 Pa. State Employe Family Agency Personnel - OPF Current P-223
Care Account Program - Employe -
Enrollment Farm Transactions -
STD-448 Pa. State Employe Family Agency Personnel OPF Current pP-224
Care Account Program — Employe -
Family Status Change Transactions -




State

Serles

Agency Records
Form Retention Center tem
Number Form Title Distribution (Years) (Years) Number
STD—449 Pa. State Employe Family  Agency Personne! 4 P—225
' Care Account Program —  Employe -
Reimbursement Claim Transactions -
STD—450 Employe's Request for Agency Personnel OPF Current pP-82
Additional State Income Tax
Witholding
STD470C Available Positions Agency Personnel 5 P-172
Work Sheet. .o . ' :
STD471 Aﬁfér\aﬁve Action Agency Personnel 5 P-173
Hiring Goals
4
STD472 Action Programs to Agency Personnel 5 P-174
Implement Goals
STD473 Grievance/Complaint Agency Personnel 5 P-175
Record
STD—474 Affirmative Action Furlough  Agency Personnel 5 P-178
and Reinstatement Repont
STD-475 Affirmative Action Agency Personnel 5 P-177
Targeting and Hiring
Report
STD-476 Tracking Form Agency Personnel 1 P-178
, .
STD—477 ©  Monthly Training Record Agency Personnel 1 P-179
STD-478 Monthly Agencywide Agency Personnel 1 P-180
Summary
STD—479 Format for Action Plans Agency Personnel 1 P-181
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State

Agency Records  Series
Form Retention Center tem
Number Form Title Distribution (Years) (Years) Number
STD-480 Furlough Impact By Race Agency Personnel 1 P-182
and Sex
STD—483 Affirmative Action Agency Personnel 4 P-~184
Certificate
STD-486 Affirmative Action/Contract  Agency Personnel 4 pP-226
Compliance Discrimination
Complaint
STD-700 Driver's #cknowledgement  Agency Personnel  OPF Current P-185
of Compsrf..noe
&
STD-701 Commercial Motor Vehicle  Agency Personnel OPF Perm p-222
. & Safety Act, Employment
STD-701A  Information (Side 1) and
Supplementary Information
(Side 2)
STD-929 Time and Attendance Timekeeper 7 P-187
& Report Comptrolier -
STD-C929 Employe -
*Original Copy
**Discard all copies of
forms not used in sample
post audit process. Only
those forms audited will
be retained seven (7)
years.
r 4
STD-931  Manual Payroll Refund OB, Bur Fin Mgmt 1 6 p-188
Listing Vendor -
Compitrolier 1 6
Agency Personnel Current
STD-932 SERS Employe Share — OB, Bur Fin Mgmt 1 6 P-189
Manual Payroll Refund SERS 1 7
Listing Comptrolier 1 6
Agency Personnel Current

10



PART TWO: MISCELLANEQUS FORMS

State
Agency Records Serles
Form : : Retention Center  Rem
Number Form Title Distribution (Years) (Years) Number
SCSC-1 Application for SCSC Perm P-190
Employment/Promotion Agency Personnel OPF Current*®
“It retained.
SCSC-6 Request for AEP SCSC 4 P-191
SCSC-6A  AEP Job Information Agency Personnel 1
SCSC—6B  AEP Recruitment Report
SCSC6C  AEP Notice of Results
SCSC-80  Request for Certification SCSC 1 3 P-24
Agency Personnel 1
SCSC-81  Cedtification of Eligibles scsc _ 1 3 P-25
Agency Personnel 1
SCSC-98  Interview Notice/ SCSC 1 3 p-28
Availability Survey - Agercy Personnel 1
Appiizat -
SCSC-2550 Request for Evaluation SCSC . P-33
Agency Personnel 1
*Retain with SCSC-1.
SCSC—4112 Appeal Request Agency Personnel OPF * P-192
“Maintain for four years
or until case closed,
whichevgr is longer.
SCSC-5223 Unqualified Recommend-  Agency Personnel OPF 4 P-133
ation for Promotion
SCSC-5247 Recruitment and Examin-  SCSC 4 P-194

ation Needs

Agency Personnel

11
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State

Agency Records ries

Form Retention Center ltem

Number Form Title Distribution (Years) (Years) Number

SCSC-5265 RPE Request SCSC 4 " P-195

Agency Personnel 1 ‘

SCSC-5274 Request for Selective SCSC 4 P-196
Centification Agency Personnel 1

SCSC-5275 Request for Removal SCSC 2 2 P-197
of Eligible Agency Personnel 1

SCSC-5280 Delegation of Signatory SCSC . Current P-198
Authority Agency Personnel Current

DD-214 ‘Separation From the Agency Personnel OPF Perm P-199
Armed Forces of the U.S.

GLI-82 Application for Disability Agency Personnel OPF Perm P-200
Life Insurance

-9 Employment Eligibility Agency Personnel OPF Perm P-201
Verification

LG-6047f Notice of Right to Convert Agency Personnel Perm P-202
Group Life Insurance

LG-6030 Request for Instaliment Agency Personnel Current P-203
Option

LM-1381b Commonwealth of Pa. Bur of Risk & Ins Mgmt Perm P-204
Beneficiary Designation Agency Personnel OPF Current
Form Employe -

REV-420 Employe Statement of Agency Personnel OPF Current P-205
Non-Residence in Pa.

SEC-1 Statement of Financial Agency Personnel 5 P-206

Interest (State Ethics
Act: Act 170)

Employe

12



State
Agency Records ) Series

Fbrm Retention Center Rem
Number Form Title Distribution (Years) (Years) Number
SEP-2 State Employe Health Pa. Benefit Trust Fund - P-207
ProgramvRetired Employe  PayrolV/Retirement Bd -
~Heaith Program Drug Administrator -
Agency Personnel OPF Perm
Employe -
SP4-184 Request for Criminal Agency Personhel OPF Perm P-208
History Record
Information
UC-44F Notice of Financial Agency Personnel 4 P-209

Determination

UC-45 Notice of Application Agency Personnel 4 P-210
and Employer's Statement : .

uc-46 Petition for Appeal Agency Personnel 4 P-211

uc-s3 Notice of Hearing on Agency Personnel 4 P-212
UC-53E Original/Board Appeal :

uc-ss Pa. Unemployment Comp—  Agency Personnel 4 P-213
ensation Board of Review ‘
Referee's Decision

UC-150 Notice of Amount Due for Agency Personnel 4 P-214
Compensation Paid

uCc—483 Subse: -2nt Benefit Year Agency Personnel 4 P-215
Informe_ 20
(4
uCc—494 Employer’s Statement Agency Personnel 4 P-2186
UC-640 Monthly Notice of Comp— Agency Personnel 4 pP-217

UC—E40A ensation Charged/Report
on Conflict Wages and
Benefits

DPW ADMINISTRATIVE MANUAL
13 Appendix IV to 7042



State
Agency Records éeries

Form Retention Center item
‘Number Form Title Distribution (Years) (Years) Number
UC-785 Low Eamings Report Agency Personnel 4 P-218
UC-1609 Location of Records for Agenéy Personnel Current P-219
Unemployment
Compensation
w-4 Employe's Witholding Agency Personnel OPF Current P-89
Exemption Certification
9-080-BF Deferred Compensation Agency Personnel

Current P-220

14
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RECORDS RETENTION SCHEDULES

OFFICE OF THE SECRETARY OF PUBLIC WELFARE

GANIZATION 1 - NOSPECIAL HANDLING
OR cooé DISPOSAL 3 - SHRED
000 CODES 4 - ARCHIVES
L 5 - RETURN TO AGENCY
3]
™ RETENTION o
¢ H S
It N ¥
SCHEDULE RECORD SERIES TITLE AND DESCRIPTION 6 | scincr | mciner | wcom | com | 1
’ 'I CINTER CENTER v [
t [}
) M YiARS NONTHES YL ARS MONTHS v I‘J

212-0 Secretary’s General Correspondence 2 0 10 0 X114
The tiles contain correspondence such as requests for
information with replies and includes correspondence with
both state and federal legislators.

213-0 Administrative Correspondence 2 0 10 04l X]4
The tiles contain fetters, memos, notes, miscellaneous %
records, reports, and analyses. The informationis from, to,
or between Program Office Heads, federal agencies and/or vig
private organizations and individuals.

217-0 State Institution Files ‘ 2 0 10 0 1
The tiles contain correspondence and related material
concerning the operation of Institutions.

218-0 Federal Department of Health and Human Services Files 2 0 10 0 1
The files contain regulations and programs concerning the
operation of Welfare activities in state and local
governments. ’

224-0 Public Assistance Files ‘ 4 0 10 0 !
The tiles contain minutes of State Board meetings, State
Board membership historical files, Auditor General's audits,
and other reports.

1313-0 Administrative Correspondence to Other State Agencies and 2 0 10 0 X114
Departments i

1314-0 Correspondence To and from the Governor's Office 2 0 10 0 1
(includes staff)

1315-0 Incoming Correspondence Log 3 0 10 0 1

”
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RECORDS RETENTION SCHEDULES

CHIEF COUNSEL

1 - NOSPECIAL HANDLING
ORGAC"C’)%‘E\T'ON DISPOSAL 3 - SHRED
1080 CODES 4 - ARCHIVES
08 5 - RETURN TO AGENCY
™ RETENTION e
¢ " )
K ¢ '
SCHEDLLE RECORD SERIES TITLE AND DESCRIPTION 5 | woince | smcr | weomws | weow | 7 ]
'; CENTLR CENTER \ [¢)
1 N
~ ;ﬂ Yt AKS MOUNIIES TEAHS MONItHIS s ll
220-0 Legal Counsel Administrative Files 5 0 2 0 X1la
The files contain correspondence and related data
concerning legal matters with offices and facilities.
385-0 Court Litigation Cases 3 0 > 0 1
The files contain papers and correspondence related to
litugation.
387-0 Administrative Files 2 0 5 0 !
The files contain correspondence and related data®
concerning Departmental Programs.
”
i
i
!
!
|
t
L

lssued June 28, 1991 22
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RECORDS RETENTION SCHEDULES

OFFICE OF HEARINGS AND APPEALS

T - NO SPECIAL HANDLING
ORG‘&'gé‘ET'O“ DISPOSAL 3 - SHRED
o CODES 4 - ARCHIVES l
103 5 - RETURN TO AGENCY
M RETENTION N
¢ M
C "
SCHEDUSE RECORD SERIES TITLE AND DESCRIPTION 8 | acuncr | scuner | wcons | wcono |7 1
: CENTER CENTER v Q
t ]
t ™M Yt ARS MON111S YLARS MONTHS K J

152-0 Hearing Files 0 3 3 9 3
The Tiles contain requests for hearings by applicants to

appeal action or failure to act on the part of the county
assistance office, including related correspondence, minutes,
] and resulting decisions.

&
386-0 %' Ad ministrative Agency Hearing Cases 2 0 5 0 1
The files contain papers and correspondence related to
3% ency hearing cases.
906-0 Hearings and Appeals General Correspondence 3 0 0 0 X114
The files contain memos, reports, analyses and letters.
907-0 Audio Tapes of Hearings 1* 0 0 0 *

The tapes contain the proceedings of each case.

*The tapes are erased one year after the individual case is
completed.

|
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RECORDS RETENTION SCHEDULES

COMMUNICATIONS OFFICE

1 - NOSPECIAL HANDLING
ORGAC"gé’;T'ON DISPOSAL 3 - SHRED
CODES 4 - ARCHIVES
1040 5 - RETURN TO AGENCY

M RETENTION A
H b
[4 C n
SCHEDULE RECORD SERIES TITLE AND DESCRIPTION 5 | acencr | mcuncr | wcons | coms |0 ]
’ .I CENIER CLNTLR v 8]
L 1
) h‘ﬂ YLARS MONI IS YEAKS MONTHS i ;
974-0 Press Clippings 4 0 0 0 1
975-0 DPW News Releases 8 0 0 0 1
976-0 Communications Office Background Correspondence 4 0 0 0 1

The files contain information dealing with the background 2

subject matter for actual or potential news releases. -
.977-0 Communications Office Organizational General 2 0 0 =3, 1

Correspondence »

The files contain memos, letters, reports and analyses from
or to or for other organizational elements within the
Commonwealth.

Issued June 28, 1991 -4- Booklet B7042-1000




RECORDS RETENTION SCHEDULES

OFFICE OF FEDERAL AND STATE RELATIONS

110 1 NO SPECIAL HANDLING
ORGANIZATION DISPOSAL 3 - SHRED
CODE CODES 4 - ARCHIVES
1070 5 - RETURN TO AGENCY
"p RETENTION 4 AN
K by
C C f
SI%E"\EADNUOLE RECORD SERIES T'TLE AND DESCR'PTION (N) AGLNCY AGLNCY RECORL Ht CORD ’li ¢
: " CLNIER L NILR vi]o
. ] L
. M YEARS MONIIS YEARS MONTHS s ;
226-0 Legislative Reference Files 2 0 10 0 1
The file contains correspondence and related material
concerning legislative bills and acts that affect the
administration and operation of DPW.
903 Federal & State General Correspondence, 2 0 0 0 3
The files include letters, memos, budget$-formation,
reports and analyses, etc.
204 Federal Relations “ 4 0 0 0 1
The files contain Federal legislation and papers, studies, etc.,
concerning the interface between DPW and the Federal
government.
905 State Relations 4 0 0 0 1

The files contain information concerning the State Senate
and House Bills, as well as, Acts that atfect DPW. In addition,
a file on each legislator is kept.

Issued June 28, 1991 -5-
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RECORDS RETENTION SCHEDULES

OFFICE OF CLIENT RIGHTS

1 - NOSPECIAL HANDLING
ORGAC“(‘D%’ET‘ON DISPOSAL 3 - SHRED
050 CODES 4 - ARCHIVES
! 5 - RETURNTO AGENCY
" RETENTION 2
¢ Ll '
9 4
SCHEDULE RECORD SERIES TITLE AND DESCRIPTION 5 | wcumcr | ncincr | econs | mcon | 7 |
’ ’ centen | ocenuw F v | o
N
N t:A yianrs | omonins YEARS MONTHS B )
927-0 Client Rights - Director’s Files 5* 0 0 0 xX1a
The files contain general correspondence, notes, reports,
background information and related material regardmg
general OCR activities and operations.
% *Historical material would be retained indefinitely by the
p " agency.
5 | N
928-0 Client Rights - Administration 7 0 0 0] 1
The file contains general correspondence, memos, reports,
admuinistrative requests and records, notes and related
material.
929-0 Client Representative Program - General S 0 0 0 1
The file contains correspondence, notes, reports,
background information and related material regarding the
Client Representative Program.
930-0 Client Representative Program - Complaints/investigations 7 0 0 0 3
The file contains complaint and investigative forms, reports
and related information for the client complaint process.
931-0 Client Representative Program - Education and Training S 0 0 Q 1

The file contains material used to orient and train client
representatives, facility staff and other OCR staff.

Issued June 28, 1991